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STEPS TO A SUCCESSFUL PAYROLL
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In order to have a successful payroll, the Agency must
ensure that all steps have been completed before OPM
Payroll Systems run a live payroll. The deadline for all
processes to be completed at the Agency level is 2:00
pm on the Monday after the close of the payperiod. If a
holiday occurs, OPM Payroll Systems will specify a
deadline date for Agencies to complete their process.

HRAPAY - 09/16/04
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Time Entry — CAT2
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All positive time reporting employees must have their
attendance hours and absences hours (if applicable) and
negative time reporting employees must have their
absences hours (if applicable) recorded in the CATS
database.
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Time Approval — CATS APPR_LITE
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All times that were entered into the CATS database must
be approved in order to flow through payroll. It is the
responsibility of each Agency to ensure that all time
entered has been approved.

It is suggested to ensure all times are approved that you
use the dates of the beginning payroll fiscal year begin
date through the end of the current payroll period. This
will pick up any unapproved time for the current fiscal
year. Note: Any employee that was active in your
Agency during the selection period identified will

appear on your list for approval.
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Demonstration

Time Transfer (CATA)
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This process is performed by the Central Time Management
role to transfer approved time sheet data records from the
CATS database to the HR module. This transfer process is
usually performed on a nightly batch job. However, the
Central Time Management role must process a repeat
transfer each day to see if any errors occurred during the
batch process. On Monday of the payroll cutoff, the

Agency MUST process the initial Time Transfer and

repeat Transfer after all Master Data has been ente  red
and/or corrections made
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Time Transfer - CATA
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1. Follow menu path or enter
CATA in the command field;
press enter
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The menu path is Human Resources > Time
Management > Time Sheet > Transfer > All Components.
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Time Transfer - CATA

Frogram  Edit Goto  Systern Help
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Time Sheet: Transfer to Target Components
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The data selection period enables you to specify the
period in which employee data records are read.

If records were changed before the current payroll period,
remember to change the begin date in order to capture
those hours for transfer.
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Time Transfer - CATA

Systerm  Help
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Time Sheet: Transfer to Target Components

HRAPAY - Agency Payroll

Frogram  Edit  Goto
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| Further selections |

L«

Period
(I Today
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to
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Selection criteria must be specified in order to tell the
system which group of employees to select for time
transfer. You may select your employees by different
options such as Personnel number, Business area or
Administrator group. Note: The Administrator group
Is the Personnel area .

If you have more than one area that you are responsible
for, you may enter the criteria as multiples by clicking the
multiple selection icon at the end of the desire<;

option. '

If you have entered the desired criteria, skip to S
7.

tep
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Time Transfer - CATA
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THIS IS CONDITIONAL : List all personnel numbers
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Time Transfer - CATA

Prograrm Edit Goto  Systerm Help
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HRAPAY - Agency Payroll
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THIS IS CONDITIONAL: List all Business areas
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Time Sheel: Transfer
& [ H =

Time Transfer - CATA
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THIS IS CONDITIONAL : List all Administrator groups

(Personnel Areas)
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Time Transfer - CATA

Program  Edit Goto  System Help

HRAPAY - Agency Payroll
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Time Sheet: Transfer to Target Components
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7. Click to check "
Human Resources o
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Tiet Compaonents

[ Caontralling
[IPlant maintenance/Cust.service
[ Project System

Fosting Date
Posting date {COIPMICEIPS)
Post date for cancel. (PMFPS)

Contral Parameters
Mumber of tasks (PMICSIPS) 1
Mo, lock attempts (PMICSIFS) 99
Log (HR/IPMICSIFE)

E1lD0|
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You must check the Human Resources box in order for
the records to transfer to the proper table.
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Time Transfer - CATA
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] Cantralling
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[ Project System

Posting Date
FPosting date (CO/PMICSIFS)
Paost date for cancel. (PM/FS)

Contral Parameters =
Mumber oftasks (PMICEIFE) 1
R e e 99

LDg (HRIPMICSIPS)
[¥] Test run
[ Direct transfer mode (HR)
[l Repeattransfer (HR)
[ Transfer wio dates (PS)
[llanore warnings (S0}
[w] Personnel numhber in GO doc,

[0 «1[+]

1D

The log will be automatically selected by default. The log
will display a detailed list of the time entries that will be
transferred. You may uncheck this box but it is
recommended that the log be viewed.
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Time Transfer - CATA

Erogram  Edit  Ge Systerm  Help
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Time Sheel: Transfer to Target Components

S )=
TA\GET CUTTHOTES O
9. Click to N
execute senvice

Posting Date
Posting date (CO/PMICSIPS)
Post. date for cancel. (PMIPS)

8. Click to
uncheck b !

g Log (HRIPMICSIFS)

[ Directtransfer maode (HRE)

[ Repeattransfer (HR)

[ Transfer wio dates (PS)
[gnaore warnings (GO

[¥] Personnel number in CO doc.

LDl |[«1[>]
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The test run box will be automatically selected by default.
In order for your records to transfer to the Human
Resources table, you must uncheck the Test run box. If
you execute Time Transfer with the Test run box
checked, your records will be read but not transferred.
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Time Transfer - CATA

List Edit Goto Extras Settings Systern Help
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Transfer Time Data to HR Time Manad DISPLAY PURPOSES ON LY
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Message
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[ eex 111 B9/09/2004 ATTH 4.088 668 g
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[ eee 111 B9/08/2004 ATTH 4.00 8,88 5
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[ eec 111 0DB/30/2004 ATTM 4.00 o.oo 11

Dl

If the test run box is checked, this screen will be
displayed. Remember the data was only read and not
transferred. Click the green arrow back butto &

and uncheck the test run to actually transfer recor ds.
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Time Transfer - CATA

List Edit Gotr Extras Settings  Systern  Help
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Transfer Time Data to HR Tj
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Number of data records read: TG L™ |
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Message [
[ oon 111 09/10/2004 ATTH 4.80 o.00 1
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Once the transfer is complete, you will receive the

message ‘Record created’. You can use the log to view
which data was successfully transferred and how many
records generated errors (if applicable) during transfer.
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Time Transfer - CATA

BdH @eae  SHE OhDhoan BE @ m

Transfer Time Data to HR

10. Click green

Transter Time Data to HR Time Mg arrow

C
D]

TE

Humber of data records read:
76

Number of successTul postings:

DISPLAY PURPOSES ONLY

@ Record created b [ ,,,,,

If log is unchecked, you will not be able to view the total
number of data records read and the total number of
successful postings. The message ‘Record created’ will
appear at the bottom of the selection screen after the
transfer process is complete.
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Time Transfer - CATA

Program Edit Goto  Systerm Help
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Time Sheet: Transfer to Target Components
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|

Target Components
[¥] Human Resources
[] contralling
[C1Plant maintenancefCust service
[ Project System

[4][»]

FPosting Date
Posting date {CO/PWMICSIFS)

11. Click to

| check Repeat
transfer box 1

: a9
LogfHRIFMICSIPS)

[1Teftrun

[ firect transfer mode (HRY
[Repeatiranster (HR) |

[ Transferwio dates (P5)
[Tanare warnings (SO0

el ]

(][]

Check the Repeat transfer (HR) box to view any errors
which may have occurred in time transfer.

Also, Time Transfer is run each night in a batch o b.

Unlike time evaluation where messages are sent via

SAP mail, there are no messages sent for time
transfer errors. Therefore, it is imperative that the
Central Time person perform this step each day to
check if any errors occurred during the overnight
batch job.
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Time Transfer — CATA

HRAPAY - Agency Payroll
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Time Sheet: Transfer to Target Components
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[ Praoject System

Fosting Date
Posting date (CCUPMICSIPS)
Fost. date for cancel. (PPS)

Control Parameters
Mumber of tagks (PMICSIPE)
Ma. lock attempts (PMICSIFPS)
Log (HRPMICSIFS)
[1Testrun
[ Direct transfer mode (HRY
epeat transfer (HR)
[ Transfer wio dates (P53
[anaore warnings G0y
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List Edit Goto Extras Settinogs
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- Enterprise

Time Transfer - CATA

System Help

HRAPAY - Agency Payroll

Transfer Time Data to HR Time Management
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Wumber of data records read:
Number of successful postings:

Message
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List contains no data

KDY

DI
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If all records successfully transferred you will receive the
message "List contains no data”.

If any records are displayed, you must analyze the
employee’s time records, make necessary corrections
and rerun time processes prior to the live payroll run.

If errors are not corrected, the employee may not be
paid, future time entry may not be allowed, and quota
balances will be incorrect if data read is for an absence

type.
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Demonstration

TIME EVALUATION (PT60)

This transaction is processed by the Agency Central Time
Management role to evaluate time in order to:

(1) Create time wage types (i.e. regular pay); (2) store time
balances (i.e. reg hours ytd) and (3) update infotype records
(i.e. absence quotas). During this process, time rules, such
as compensatory and attendances/absences, are evaluated
and updated. Time Evaluation is processed on a nightly
scheduled batch job but MUST be performed after the close
of the payroll period and after you have made Master Data
changes and/or corrections.
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Time Evaluation - PT60

lret k. 2AH CQOLHEB DDOD PR @M
SAP Easy Acog

@32 | & BN | vl

[ Favorites
=7 {3 SAP menu
b [ Office
3 Logistics
P [ Accounting
= {3 Human Resources
2 PPMOT - Manager's Deskiop
[» 1 Personnel Management
=7 {3 Tirme Management
[» [ Shift Planning
57 i3 Administration
D PTMY - Time Manage
B (3 Time Data
2 {4 Time Evaluation
) PT40- Time Mana
© FTE0- T Evaldaion
2 PTE1 - Time Stater
2 PTEZ - Atendance
2 PT_ERLOO - Time
B [ work Schedule
vy Information Systerm [a]
B Tools

= [~]
3 S o KD

1. Follow menu path or enter
PT60 in the command field;
press enter
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The menu path is Human Resources > Time Management >
Administration > Time Evaluation > Time Evaluation.
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Time Evaluation — PT60

2| @

HR TIME: Time Evaluation

©f | 1] )=(

Further selections
2. Enter criteria

IR GBI
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Selection criteria must be specified in order to tell the
system which group of employees to select for time
evaluation. The Administrator group is the same as
Personnel area.
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Time Evaluation — PT60

=

Brogram  Edit Goto  Systern Help
& ald B @@ OEE ST oas BE @0
HR TIME: Time Evaluation

Further selections || o Search helps I
Selection

Persannel Mumhber E

Personnel subarea E

Business area ﬁ

Administratar group Fam

Time recording administrator =

Note: The correct time

Parameters fortime evaluation evaluation SChema W|” defal.”t.

Evaluation schema I ZMo4 I

Time staterment variant DO NOT CHANGE

Layaout for log
Forced recalculation as of
Evaluation up to 02/26/ 20089

Frogram options
[1Display log
[[JTest run ino update)
[[]stop at functionfoperation BREAK
[[]5top atfixed positions in time evaluation
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The evaluation schema defines steps to be performed
during time evaluation. DO NOT select any SCHEMA
other than ZMO04.

Note: Occasionally, an error from 2001 will show up
when there is an error during a current time

evaluation. This is due to an incorrect schema bein g
used at some point in the past. To resolve this

situation, simply correct the error that occurred | n
the current period.
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Time Evaluation — PT60

| Ea] | @

HR TIME: Time Evaluation

B[ W D=

Further selections o Search helps

[elele]ele]

24267200
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The ‘Time statement variant’ field will be blank upon
default. It is not used by the State of Arkansas.
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Time Evaluation — PT60

I:DErogram Edit Goto Sustern  Help
& s dHIC@a BHEE S 0058 EER @D
HR TIME: Time Evaluation
@ [ ] =(
Futtherselections || & Search helps |

Selection
Personnel Mumber
FPersonnel subarea
Business area
Administrator group Fao1

o] el ool

Time recording administrator

FParameters for time evaluation

Evaluation schema ZMio4
Time statement variant

Lavoutforlo
I Forced recalculation as of I
Vallanon Up 0 Meren cooy
Frogram options
[ Display log
[ Test run (no update)

[] 5top at functionfoperation BREAK
[[] stap at fixed positions in time evaluation
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DO NOT enter a date in “Forced recalculation as of” field.

If you process a Termination, Retirement or LWOP action
after the employee’s effective date, the system will recalculate
the affected employee’s master data during the next regular
time evaluation process. (See below).

Exception: If you process the Termination, Retirement or
LWOP action on a payroll-processing day, time evaluation will
not run in a batch process. The Agency must run time
evaluation in order to prevent the affected employee from
being overpaid.
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Time Evaluation — PT60

=4
Program  Edit Goto  System Help

% B e DEE S0 O0 | FHE @ o
H

TIME: Time Evaluation

3. Click to Search helps |
" execute

FPersonnel subarea

Business area
Administrator aroup Fa@

EEREE

Time recording administrator

FParameters for time evaluation

Evaluation schema ZMo4
Time statement variant

Layout for log

C o f

Evaluation up to 02/ 2672009

Frogram options
[IDisplay log
[ Test run (no update)
[ stop atfunctionfoperation BREAK
[1stop atfixed positions in time evaluation
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The “Evaluation up to” field will always default to the
current date. This process will run up to and including
this date. Future time evaluation is not allowed unless
directed by OPM Payroll Systems. When this is allowed,
ASC will send out a system message advising what date
to use.
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Time Evaluation — PT60

=

Log Edit Goto ‘Wiew Seftings Systern  Help

HRAPAY - Agency Payroll

& 2 A H @E@ BRE SNa8 EE @ m

Display Log Tree

(] = [ B eow |5 suoe ] (] (] (o] 8 e R

Log: Time Ewaluation

0 General data

Successful personnel numbers
Fersonnel numbers with errors
Personnel numbers ended early
Personnel WNumbers Rejected
Messages

—0& Statistics

Selected personnel numbers
Successful runs for
including with errors

Processing not completed for
Rejected
Total number of messages and error messages

[ = =
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Once time evaluation is completed, the display log tree

will be displayed indicating:

(1) How many personnel numbers have been selected,;
(2) How many of them have been evaluated successful,

(3) How many were accounted with errors; (4) The
number of employees for whom processing was

cancelled prematurely; (5) How many employees were

rejected; and (6) the total number of messages and

errors generated.
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Time Evaluation — PT60

=

Log Edit Goto View Seftings System  Help
@ L L LE@ BHR D0HD HE @&
Display Log T i'.- : ’

e DISPLAY PURPOSES ONLY

Log: Time Evaluation

08 General data
Successtul personnel numbers
Personnel numbers with errors

Personnel numbers ended early
Personnel Wumhers Rejected
Hessages

—= Statistics

Selected personnel numbers

Successful runs for

including with errors

Processing not completed for

Rejected

Total number of messages and error mMessages

o@D = o=
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If the selected personnel numbers and successful runs
for fields have different totals, you must rerun time
evaluation with the display log on to view your errors. All
errors must be corrected before OPM runs a live payroll.
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Time Evaluation — PT60

HRAPAY - Agency Payroll
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Display
AEIE

Log: Time Evaluation

FPersonnel numhe
Fersonnel numhe
Fersonnel Numbe
Messages

—[= Statistics

08 General data
SuccessTul personnel numbers

[EEzit log display

Selected pe
Successtul
including wi
Processing
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—] 5 C“Ck Yeé d error messages ]
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Time Evaluation — PT60

BErogram  Edit Goto  System Help

& B dH @& 5800 ST a | EE @ D
HR TIME: Time Evaluation

7. Click Execute

Further selections

Selection

Personnel Mumhber 52[=)

Personnel subarea o

IR DISPLAY PURPOSES ONLY

Time recording admini

Farameters for time evaluation

Ewaluation schema ZMBE4

Time statement variant

Layout for log

Forced recalculation as of

Evaluation up ta b2/26/2009

Frogram options

isplay log

1 i run (no update)

[]stop W functionfoperation BREAK
[]stap at ixed positions in time evaluation

6. Click Display log
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In order to view the error(s) on your employees, you must
select the Display log under the Program options
heading.

Note: It is recommended that you select the displa vy
log for only those employees who have errors.

Running time evaluation for your entire Business

Area or Personnel Area with the display log selecte  d
may create a long run time
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Time Evaluation — PT60

Log: Time Evaluation

8 Beneral data

Successftul personnel numbers
Fersannel numbers with errors
& Personnel numhers ended early

= QO0BROG2 Jacqueline Hill

L..| DISPLAY PURPOSES ONLY

&= Determine planned working times

— TYPES Assign time type to time pair (T555Y)
—o@ IF SMHF
—@ ELSE
ENDIF
8 FEBRKS OWTI Break processing

—0 Deduct atts. /absences from planned pair

—0 Move Previous daily halances

—@ Set indicator for EE w time, wio time

—0a RTIPA ZCKB GEM Add a1l the paid absence to 9211
—@ PRINT TES

—@ Auto Compensatory Time Payout

—0 Public Holiday processing

—@ IF FOS
—ENDIF

@ RTIP ZEXH GEN
— RTIP ZWCH GEN
—C RTIPA ZULH GEM
—C RTIPA ZWP1 GEM
—C RTIP TPAOY GEM
—@E PTIPA TP18 GEM
—C@ RTIPA TP28 GEM
—& PTIP ZFML GEM

cumulate Exempt hours

cumulate Work Comtract hours (Benefits)
cumulate Unpaid Leawe (LWOP) hours
cumulate all Worker's Comp Hours
Determine interim planned hours

Reduce absences

Absences with time compensation

FMLA - Reduce FMLA Leave

8 Input
= Processing P

B Call rule ZFHL

HRAPAY - Agency Payroll
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The detailed log is useful for analyzing errors.
down through the log until the error is identified.

HRAPAY - 09/16/04

Scroll
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Time Evaluation — PT60

Goto Wiew  Setftings  Systermn Help

Dl H @eae SRE OHhan BAE @

Display Log Tree

& 8 uwenmeer iy DISPLAY PURPOSES ONLY

8 RTIP ZEXH GEN Cumulate Exempt hours

[4][»]

B RTIF ZWCH GENW Cumulate Work Contract hours (Benefits)
B RTIPA ZULH GENW Cumulate Unpaid Leave (LWOP) hours
B RTIPR ZWP1 GEN Cumulate all Worker's Comp Hours
8 RTIF TPO9 GEN Determine interim planned hours
B PTIPA TP10 GENW Reduce absences
B RTIPA TPZ2O GEN Ahgences with time compensation
= PTIF ZFML GEN FMLA - Reduce FMLA Leave
8 Input
= Processing A

ijllj Call rule ZFML

HE Output

Rejected Personnel WNumbers
Messages
—E&= Statistics

Selected personnel numbers

Successful runs for

including with erraors

Processing not completed for

Rejected

Total number of messages and error MESSages

LAl [ L]

—o = oo =

[0l
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Employees that did not successfully go through time
evaluation will be displayed as a red error with a
description of the error. You will need to analyze the
error and correct it. You can view the QRC Time
Evaluation Error Message Glossary on how to fix the
error. If you need additional help, you may call the
AASIS Support Center at 683-2255 for assistance.
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Demonstration

NUMBER OF HOURS EVALUATED
REPORT (ZNHE)

The Number of Hours Evaluated Report will provide the total
number of hours that have been evaluated for employees in
the selected period. This report is used to aid the Agencies
in determining the number of hours entered in CATS that
have been approved, transferred and successfully evaluated
for each pay period.

THIS REPORT SHOULD NOT REPLACE PAYROLL
SIMULATIONS

2-34
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Number of Hours Evaluated Report — ZNHE

G2« 840 Ce0 DHE D000 DR @F
o Fd

BE|&| 85 4 1 Enter ZNHE in the

g Favarites command f|e|d, press
= 3 SAP menu
B (3 ofice enter

» Logistics

[ [ Accounting

I [0 Hurman Resources
[ O Information Systems
[ Special Transactions & Repc
B [ Tools

2-35

Agency/State Central Time Management, Agency Time
Management Specialist, Agency/State Time
Management Supervision and State Time Management
Specialist_1 are the roles authorized to run this report.
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Frogram Edit Goto  Systermn Help
B dH e@e S anoan AR @m
Nm mape T Elmannes Taralngntoel
@ = | 3- Click Further selections
v A
| Further Sﬁctions || o Search helps || o Sort order %
Period ]
O Today () Current month () Current year
) Upto today (_)Fraom today
@ Other period
Data Selection Period pgi2a/04 Ta B711/0q  Cmm— 2. Enter dateS
Person selection period 08/29/04 To  09/11/04 fEprm—— "
Payrall period
Selection
Personnel hurmber
Employment status
Company Code
Payroll area
Pers.areafsubareaicast cente
Employes groupisubgroup
) [=]
Output In Personnel Area Seg @ E|
K3l |[«l+]
2-36

Enter the pay period beginning date in the first box of the
‘Data Selection Period’ and the end of the pay period in
the second box of the ‘Data Selection Period’. You must
enter the same dates in the ‘Person Selection Period’
boxes as well.

Click the Further Selection options to choose to run this
report by other options such as Business Area,
Personnel area, etc.
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B A EH e I EEHEB OO0 IERE &

Number of Hours Evaluated Report — ZNHE

HRAPAY - Agency Payroll

Number OFf Hours Evaluated

| Further selections || o2 Search helps | . e |J =
Period 5. Click to ]
O Toda 1 Fields
— choose _
— YRS 1 e ection options 1 SEETIONTEdS [ |
E0mEn ] action type [«] Persannel number [«]
Data | |Reason for action [~] Emplovment status [-]
Pers Customer-specific status __| Campany code
Fa Special payment status Fayroll area —]
H Fers.arealsubarealcaost center
Selection | | |__|[Employee groupfsubgroup
Fersonn Employee group
Ermployr Employvee subgraup
Campar Jdrganization key
Payroll a | ABusiness area ||
Pars.are |_J/Ledal person -
Employe || ‘ifork contract | | | | |
Controlling area [=] [«]

4. Click on —
Dolzu‘tp”“ deS|red Selection: ] EEZ
L] | . |

option

2-37
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Number of Hours Evaluated Report — ZNHE
ram  Edit to  Systern  Help SAP .

Number OF Hours Evaluated

nFi
()= —
Selection options |

Further sele Action type

Selection fields | |
FPersonnel numhber

I«dl>]

Period - " |Reason far action Emplovment status

) Today Customer-specific status Company code

- b 0
i

[ 1[«][»]
|
L]

Lip to toda Special payment status Fersonnel area

® Other peri FPersonnel subarea Business area
Data Sel| |[Employee group Fayroll area
Person 5 | |[Employes subgroup Pers areafsubarealcost center

Fayrall Organization key Employes groupfsubgroup

Lenal person

[ Selection | |vark contract N

Controlling area

FPersonnel ni | —} -
Cost center
Employment o izational unit || — ||
rganizational uni
Company & _F' g't' El — E
osition
Payroll area b= El — E‘

Pers.arealsu

s g o

¥ R
A

cuputinfl G, Click green check
{3 — J

|[4][+]

[4][+]
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Number of Hours Evaluated Report — ZNHE

Frogram Edit Goto Systerm Help
B Aa 0 S@ae BHE ST aalERE @M
Number Of Hours Evaluated

B )=
| Further selections || o2 Search helps || o2 Sor arder %
Period ]
() Today ) Current manth (I Ccurrentyear
) Up to today ) From today
@ COther period
Diata Selection Feriod g/ z2a/2004 To g9s11/s2004
Person selection period a8/2a9/ 2004 To a9/11 /2004

Fayroll period

Selection
FPersonnel number

&4

Employment status 3

Cornpany Code ; 7. Enter desired criteria

Personnel area

Business area E|E1EI|

Fayroll area

Pers.arealsubarealcost cente

i R L K1

Employee groupfsubgroup

[l

K L]l

2-39

In the ‘Employment status’ field you may want to select
“3” to display only active employees. Make sure you
specify what group of employees you wish to display (i.e.
Personnel numbers, Business area, personnel area,
etc.).
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Program Edit Goto  Systern Help

B0 eEae DHE OnhOas  BE e

HRAPAY - Agency Payroll

SAP.-

Number Of Hours Evaluated

G =

WU aEy
L Other period
8. Click to
execute

L UETUTTT LUy

05/29/2004
[2/29/2004

To

a9411/2004
[a9:11/2004

(][]

Selection
Fersonnel number
Employment status
Company Code
Personnel area
Business area
Fayroll area
Pers.arealsubarea/cost cente
Emplovee groupfsubgroup

pE10[s)

[ I A Y e Y

Output In Personnel Area Seq
Cutput In Cost Center Seq

K1

|[l]
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This report will be sorted by Personnel areas upon
default. You may choose to sort by cost centers by
selecting that radio button.
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List Edit Goto Systemn

Help
Bl H eE@ DEHE DL BE @D
Number OF Hours Evailuated

PROGRAM: ZPTRCROOAZ_WBR_HRS_EWALUATED Arkansas Administrative Statewide Information System =]
TIME: 10:03:28 CLIENT ETR 512 Wumber of Hours Evaluated il
FROM 0O8/29/2004 TO 09/11/2004 o
FERNR NAEME FPERSONNEL COST TIME TOTAL
AREX CEMNTER ADMINISTRATOR HOURS
HO0OEE12 WILKERSOM TERRI Fa@E1 383201 101 o.0o
H0008a13 HENDRIX HARRIET Fa@1 383230 101 o.og
HOEOEE15 WHITAKER TERESA Fha1 38321 101 o.og
HOEOEE18 WATMWRIGHT SUSAN Fha1 38321 101 o.og
HOEOEE19 HAYS GORDON Fha1 383230 101 o.og
goEOEE21 YINSOM SUSAN Fh@1 Jgaze 101 o.og
HoEoEE24 YEMABLE SHIRLEY Fha1 g3z 101 o.og
O0OOEA47 WILLIAMS THOMAS FaE1 383250 101 o.0o
HOEOEE49 WEEBE TED Fa@1 383250 101 o.oe
HO00OEAS1 WASHINGTOM TABITHA Fa@E1 383250 101 o.0o
00E00AYE ORR MARGARET Fa@1 383230 101 o.og
HOOOBES85 LIPSCOME RAREN Fha1 383241 101 o.og
HoEOE188 RANDOLPH WICTOR Fha1 383255 101 o.og
HOEOE189 FISK WALTER Fha1 383260 101 o.og
HOEOE118 HENDERSOM WARREM Fha1 383255 101 o.og
BOEOE111 BOLTON SHARON Fha1 383260 101 g0, 00
0OEOE112 ALLMAN LILLIE FaE1 383245 101 80,00
HOEOE114 RUSH LAURA Fa@1 383255 101 o.oe L
0OEE117 JACKSON DEBORAH Fa@E1 383260 101 o.0o |~
0oE0E118 HENDRIX ALICE Fha1 383260 101 o.og [+]
an| [ D
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Once the report is completed, you can view the number
of hours that was successfully evaluated for your
employees. Remember this is not to replace Payroll
Simulation .

2-41



' An AASIS Training Guide - Enterprise HRAPAY - Agency Payroll

Demonstration

DISPLAY TIME EVALUATION RESULTS
(CLUSTER B2)

(PT_CLSTB2 or PT66)

2-42

This process will display collected data resulting from time
evaluation. You may view evaluated data such as
attendances and/or absences, time wage types, time quota
and time evaluation messages to name a few.

If there is a discrepancy in the number of hours the
employee is receiving, you may view this cluster to compare
the number of hours on the time sheet to what was actually
evaluated. When there is a difference, it may be necessary
to make sure all time entered has been approved and
transferred and time evaluation rerun for the affected
employee(s).
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Time Evaluation Results Display — PT66

Menu Edit Fawaorites Exras

Systerm  Help
& | P1_CLsTRY Bla @ DHE OHDOn BAE m
SAP Easy Acchgs AASIS MENU

3= | & & | [w|[~

N\

B L Accounting
7 {3 Human Resources
f) PPMOT - Manager's DesNgp
I [ Personnel Management
7 3 Tifme Management
[ [ Shift Planning
= {4 Administration
@ FThW - Time Manager's Workplage
B [ Time Data
B [ Tirne Evaluation
I 1 work Schedule
I [ Infarmation System

| (E1

1. Follow the menu path or type

B PT_CLSTB2 in the command field;
= {3 Cluster press enter

@ PT_CLSTPC - Display Personal
2 PT_CLSTA1 - Display Tempara

@ FT_CLETL1 - Display Individual
@ PT_CLSTG - Display Group Ihe
t2 PT_REOPC - Personal CalendalEl
t PUZ22 - HR Archiving

LAl I |[«][+]

The menu path is Human Resources > Time
Management > Administration > Tools > Tool Selection >
Cluster > Display Time Evaluation Results (Cluster B2).
Note: You can also access this report by entering

PT66 in the command field.

The roles that have access to this report are
Agency/State Central Time Management and Agency
Payroll Systems Management.
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Time Evaluation Results Display — PT66

e N RN

Display Time Evaluation Results (Cluster B2)

3.Execute

2. Enter criteria

2-44

Enter the personnel number of the employee that you
wish to display, and a specific year, if desired. If no year
is selected, all records from the beginning of AASIS will
be displayed.
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Time Evaluation Results Display — PT66

=
List Edit Goto System Help
@ B dH@E@ BRER D008 EHE C
Display Time Evaluation Results (Cluster B2)
Fers. No.|Year|Period|Cluster type(Changed on|User Program | Archiw.Grp

AEOO1725( 2008 m
AEOO1 725 | 2008 a2
aooa1725( 2008 03
[ooa1725( 2008 o4
aoaa1725( 2008 0%
BER01725( 2008 ﬂﬁ

B/ 27/2008] JSCARLISLE |RPTIMEAD
BE/27/2008] JSCARLISLE |RPTIMEAD
D6/27/2003] JSCARLISLE |RPTIMEGD
DG/ 27/2003] JSCARLISLE |RPTIMEGD
D6/27/2003] JSCARLISLE |RPTIMEAD
p2/17/2089) TRRIN-HRBOZ |RPTIMERD

[ ST Y

Z. Double-click in
desired period

2-45

The data is stored in individual periods for the personnel
number selected. The Period column will display the
number of the month (i.e. 06 — June, 07 — July, etc.)
along with the last date time evaluation was run.

Note: If you are researching a pay period that
crosses two months you will need to view two
periods.
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Time Evaluation Results Display — PT66
@ B dH @@ DHE DL EHE @D
Display Time Evaluation Results (Cluster B2)

]

Ferson 00BA1725 Abhwe Abney
Perind 12 2008
C1Type 1

Group
Table Name Name Humber of entries

Basic data and work schedule
WPBP Basic data 1
PSP Personal work schedule 33

Balances, wage types and guota transactions

ZES Time halances for each day nr
SALDO Cumulated time halances 49
ZKD Time guotas 3
L Time wage Lypes o
ALP Different payment a
c1 Cost dist o
W5 Yariable balances o
CWs Accrued variahle halances o
FEHLER Messages a
KNTAG Work bridging two calendar days 2]
Automatic accrual of absence guotas

QTacC Ahsence guota generation 3
OTBASE Base entitl 3
OTTRANS Transfer pool o
URLAN Leave accrual L}
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The different tables containing information resulting

from time evaluation will be displayed for your review.
By using the All tables button, the details for each table

will be displayed.
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Time Evaluation Results Display — PT66

Display Time Evaluation Results (Cluster B2)

Ferson 0001725 Akbie Abney
Period 12 2008
ClType 1

Table WPEF
Entry 1

Basic data

[2]
[~]

[]

Field name

Field cont

Description

work hours/period
Capacity Util. Level
Fay scale type

Pay Scale Area

Pay Scale Group

Pay scale level
Dyn.daily work schedule
Daily working hours
Weekly workdays
Funds Center

Fund

Functional Area
Grant

Segment.

a.ea
a.ea

Person DOE01725 Abbie Abney
Feriod 12 2008
C1Type 1

Takle PSP Personal work

schedule

Date Grpg |DMS || DWsCl

DayTyp |Holcl

Hours |Break | Acty

11¢30/2008| 60|0PEN

N
Pl
w
N
I}
o
o
@
]
o
il
m
=

daraninansl  anlnocw

HEEEEEL]

FEEEEELE]

<5 5 R

Al
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Use the right scroll bars to view each table without returning to the previous screen.
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Time Evaluation Results Display — PT66

Ferson QOO0E1725 fhbie Abney
Feriod Q6 2008

ClTwpe 1
Table PSP Fersonal work schedule

Date Grpg|DWS | W] DWSC] | DayTyp |HoT1C1 | PWS Hours |Break | Actw
o531 /2008 GO | OPEN 1 o 2] OFEM| 24 .00 *
QG so1 /2008 G| OPEN 1 o] 2] OFEM| 24 . 08 *
oG so2/ 2008 G| OPEN 1 0] o] OFEM | 24 .08 X
G s/ 2008 G| OPEN 1 o] 2] OFEM | 24 .08 X
oG so4 /2008 G| OPEN 1 0] o] OFEM| 24 . 008 X
OE/O5/ 2008 GO | OFPEN 1 o] B OFEM| 24 OB X
G fo6 /2008 GO OFPEM 1 o o] OFEM| 24 . 00 X
aGfars2Zoos GO OFPEM 1 0] 2] OFEM| 24 . 08 X
OGfos/s 2008 GO OFPEM 1 o o] OFEM| 24 . 00 X
oG /o9/ 2008 GO | OFPEN 1 0] 2] OFEM| 24 .08 *
aGs1o/2008 GO | OPEN 1 o 2] OFEM| 24 .00 *
aGs11 /2008 GO | OPEN 1 o] 2] OFEM| 24 .08 *
aGs12/2008 G| OPEN 1 0] 2] OFEM| 24 . 08 *
QG s12/2008 G| OPEN 1 o] 2] OFEM | 24 .08 X
OGs14/2008 G| OPEN 1 0] o] OFEM| 24 . 008 X
Qs 52002 GO | OPEM 1 o] 1] OFPEM| 24 08B x
D616/ 2008 GO | OFPEN 1 o 2] OFPEM| 24 0B X
aGs1 7 2oas GO OFPEM 1 0] 2] OFEM| 24 . 08 X
oGf1 &/ 2008 GO OFPEM 1 o o] OFEM| 24 . 00 X
OGs19/ 2008 GO OFPEM 1 0] 2] OFEM| 24 . 08 X
OGszZo/200s8 GO OFPEN 1 o o] OFEM| 24 . 008 *
o621 /2008 GO | OPEN 1 o] 2] OFEM| 24 .08 *
QG s22/2008 G| OPEN 1 0] 2] OFEM| 24 . 08 *
QG s22/2008 G| OPEN 1 o] 2] OFEM| 24 .08 *
oG24 /2008 G| OPEN 1 0] o] OFEM | 24 .08 X
OG 2572008 G| OPEN 1 o] 2] OFEM | 24 . 08 X
Q62672008 GO | OFPEN 1 o 2] OFPEM| 24 0B X
D627 /2008 GO | OFPEN 1 o] B OFEM| 24 OB X
G287/ 2008 GO OFPEM 1 o o] OFEM| 24 . 00 X
oG s 29/ 2008 G| OFPEM 1 0] 2] OFEM| 24 . 08 X
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Table PSP contains data on the employee’s personal
work schedule for each day. In the Active field, an “X”
will be displayed for each day the system shows the
employee active.
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erson DBEO1725
eriod 06 2008

Ahbie Bhney

HRAPAY - Agency Payroll

S1Type 1

Table ZEKOD Time guotas

Day|Date Type |IType|ETy . | Obj ID| RNa| Start Date|End Date Quota number
02 [D6/BZ2/2008(A 2006 |05 09/06/2004 (1273199949 0. 00a00
03 [O6/B3/2008(A 2006 |05 09/06/2004 (1243143999 0. 00A00
04 (O6/B4/2008(4 2006 |05 0a/o6/ 2004 (1243149999 O.eoago
05 (D6/B5/2008(4 2006 |05 0o/06/2004 (124319999 0. eoagn
06 [D6/BG/2008(A 2006 |05 09/06/2004 (1273199949 0. 00a00
08 [D6/B3/2008(A 2006 |05 09062004 (1273199949 0. 00pE0
10 [OEME/2008(4 2006 |05 0a/o6/ 2004 (1243149999 O.eoago
11 [B6/11/2008(4 2006 |05 0a/o6/ 2004 (1273149999 O, eoagg
12 [BE/12/2008(4 2006 |05 09/06/2004 (127319999 0.e0ag0
13 [BE13/2008(A 2006 |05 09062004 (1273199949 0. 00pE0
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All quota transactions of the period are stored in this

table.
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Ferson OOOEMT25 Abhie Bhney
Teriod 06 2008

C1Type 1
Tahle 7L Time wage types

Date Start |End AL C1|ab|WT Wage Type Long Text I| Mumber
B5/02/2008| 0000 |05 00 (oojooodfoo|1200fRegular working time F G.00
BE/OD3/ 2008|0000 |G8: 00 (OO|BE0O|O6E[1200( Regular working time F 8. 80
BE5/04/2008| 0000 |08 00 (0O(a00dfoof1200fRegular working time F 2.00
BE5/Q05/ 2008|0000 |05 00 (oO(ooodfoo|1200f(Regular working time F 5.00
O6/06/2008( 0000 [A8: 00 (0@|0000f00]1208(Regular working time P g.00
BE5/Q09/2008) 0000 @800 (GO|@00dfoa|(1200f Regular working time F 2.00
B5/10/2008| 0000 |05 00 (oojooodfoo|1200fRegular working time F G.00
O6/11/2008(00:00 [A8:00 (0@|0000(00(1200(Regular working time [ g.00
BE5/12/2008| 0000 |08 00 (0O|ao0dfoof1200f Regular working time F 2.00
B5/13/2008|00:00 |05 00 (GO|oo0dfoof{1200(Regular working time F 5.00
O6/16/2008 08 00 [12:00 (0@|o000fo0)1208(Regular working time P| 4.00
BEMEL 2008 12:30 |[16:30 (G@|@e0d|oo|1200f( Regular working time F 488
BEMT/2008| 0800 (1200 (oojooodfoof1200fRegular working time F 4008
Q617 2008(12:30 [16:30 (0@|o000f 001208 Regular working time [ 4.00
G518/ 2008|0800 (12:00 (oO|oo0dfoo|1200f Regular working time F 4808
BE/18//2088)12:30 |[16:30 (oo|ooodfoof{1200( Regular working time F 40808
O6/19/2008( 08 00 [12:00 (0@|o000fo0)1208(Regular working time P| 4.00
G519/ 2008 12:30 |[16:30 (G@|ao0d| oo 1200 Regular working time F 488
B5/20/2008| 0800 (1200 (oojooodfoof{1200f(Regular working time F 4008
O6/20/2008(12:30 [16:30 |(0@|0000f 001208 Regular working time [ 4.00
BE5/23/2008| 0800 (12:00 (oo|oo0dfoo|1200f Regular working time F 4808
B5/23/2088)12:30 |16:30 (oo|ooodfoof(1200f Regular working time F 4008
O6/24/2008 0800 [12:00 (0@|o000fO0)1208(Regular working time P| 4.00
BE5/24//2008)12:30 |[16:30 (G@|go0d|oo|1200f Regular working time F 4808
B5/25/2008| 0800 (12:00 (oojooodfoof1200fRegular working time F 4008
O6/25/2008(12:30 [16:30 |(0@|o000f00|(1208(Regular working time [ 4.00
BE/26/2008| 0800 (12:00 (oo|oo0dfoo|1200f Regular working time F 4,808
B5/26/2008)12:30 |16:30 (oojooodfoof(1200f Regular working time F 4008
BE/27/2008| 0800 |[12:00 (OR|EOO0O|OO|1200( Regular working time F 4.0808
BE/27/2008)12:30 |[16:30 (GO|oo0d| oo (1200 Regular working time F 488
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Table ZL represents the interface between time
evaluation and payroll. You can view the regular working
time hours resulting from time evaluation.
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Time Evaluation Results Display — PT66

Ferson DOEE1725 Abbie Bhney
Period 06 2008

ClType 1

Tahle FEHLER  Messages
Entry 1

Field name Field cont. Description
Logical date Q61472008

Cat. of Message Type 1

Message type number ZB Extra Help EE Tot Wrk Hrs..
Message type I

Message Supplement 2080 . 0oo

Frocessing status

Time [zl el

Segho. time event [Eeye]eyeleteTalajaly]

Date of Processing B6¢27 /2008

fgent JSCARLISLE

Origin [efefelaleeTele]

Historical record

2-51

This table will display time evaluation messages that
generated on the employee during the period. For a
description of messages, view QRC Time evaluation
glossary. If there are any messages that stopped the
evaluation process, you will have to have those corrected
and the process rerun for the affected employee(s).
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List Edit oto ] Help
A H I CE DHE 20L0 AR @
Display Time Evaluation Results {Ciuster B2)

=

Person 0088111 Sharon Bolton El
Period 09 2004 ClType 1 Led
Table Hame Wo. of lines

OTBASE Base entitl. 1

OTTRANS Transfer poal o]

URL AN Leave accrual o

Time pairs and time tickets

PT Time pairs |

n L |
WST Time tickets, other documents -
CusT Cumulated time tickets 13. Double-click the AB table
AT Link pairsftime tickets 7 | Tr

Time data /
AB ﬂl_

LEWKONTI (Absence guotas
ANWKONTI [Attendance guotas
SKO Time transfer specs

2
LHWES Lttendances 10
VERT Substitutions o
RUFE On-call duty 0]
MEHR Overtime o
5
0]
o}

4
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Scroll down through the report until you see the
Absences table.
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List Edit Got stem  Help

Bl H I e DHRER 040 BEE @ @
Dispiay Time Evaiuation Resuits (Ciuster B2)

=

FPerszon 0OaAE111  Sharon Bolton L=
Period 09 z2ppd ClType 1 ;
Table LB Lhsences

No| Absence type Walidity period Time PDInd.

O01] ANNL Annual Leave 09/01 /2004 - B9/01/2004|00:00 - O8:00

D2 HLDY Holiday Leave 09/06/2004 - 09/0G/2004|00:00 - ©8:00

DI
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Open the AB table. This table will display any absences
evaluated for the period.
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] B A e SRE DNO0  EE @
Display Time Evaluation Results (Cluster B2)

‘erson BEOATFES Lhbie Abney
‘eriod BE 2008

AType 1

‘able  ANWES Attendances

Start Date|End Date LiAType |Att . fabs. type text Start [End P

O6/02/2008| DE/02/2008(ATTH Attendance Hours Worked [00:00 |08:00
BE/03/2008| B6/03/ 2008 (ATTH Attendance Hours Worked [B0:00 |©8:00
BE/04/2008| B6/04/ 2008 (ATTH Attendance Hours Worked [B0:00 |©8:00
A6/ 05/ 2008 B/ 05/ 2008 (ATTH Attendance Hours Worked [@0:00 |©8:00
O6/06/2008| DE/06/ 2008 (ATTH Attendance Hours Worked [00:00 |08:00
BE/08/2008| BE/03/ 2008 (ATTH Attendance Hours Worked [B0:00 |©8:00
BE/10/2008| B6/ 10/ 2008 (ATTH Attendance Hours Worked (8000 |©8:00
AE/11/2008| B/ 11/2008(ATTH Attendance Hours Worked [@0:00 |©8:00
A6/12/200806/12/2008(ATTN Attendance Hours Worked (00:00 |08:00
B6/13/2008| B6/13/2008(ATTH Attendance Hours Worked [B0:00 |©8:00
BE/16/2008| B6/ 16/ 2008 (ATTH Attendance Hours Worked [B8:00 [12:00
AE/16/ 2008 BE/ 16/ 2008 (ATTH Attendance Hours Worked [12:30 |16:30
A6/17/2008 06172008 (ATTN Attendance Hours Worked (08:00 |12:00
Q617 /2008|0617 /2008 [ATTH Attendance Hours Worked [12:30 [16:30
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Table ANWES contains attendances which have been
entered, approved, transferred and evaluated for the
period.
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Time Evaluation Results Display — PT66

Ferson 000601725 Abbie Abney
Period 06 zoog

Cl1Type 1

Takhle ANWES Attendances

Entry 1

Field name Field cont Description

Start Date 06/02/20088

End Date 06/02/2008

Att./fbsence type ATTH Attendance Hours Worked
Start time 0o: oo

End time 0g:08

Prev. day indicator
Attendance days o
Attendance hours 2.
Payroll days 0.33
Payroll hours ]
Calendar days ]
Overtime comp. type Depends on wage type
wage Type

Full-day

Set hours

Reference fTields exist (cost a
Conf. fields exist

Subtype ATTH
Object ID

Lock indicator

Infotype record no 0oe
Ewal type atts/abs

Mo break

Explicit breaks

Start of break (1) 0008
End of kreak (1) 0o: o0
Paid break period (1) 0.80
Unpaid break period (1) 0.00
Start of break (2) 0008
End of hreak (2} 0008
Paid break period (2) 008
Unpaid break period (2) 0.00
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When All Table entries is chosen, details of each day will be displayed.

HRAPAY -02/2009
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Demonstration

TIME EVALUATION MESSAGES
DISPLAY REPORT (PT_ERLOO)

The Time Evaluation Messages Display Report can be used
to generate one report for all messages for an individual or
for groups of employees. This report can also be used to
identify all employees with a specific message. The time
roles that have access to this report are Agency/State
Central Time Management, Time Management Specialist
and Agency Time Management Supervision.
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' TIME EVALUATION MESSAGES DISPLAY
REPORT — PT_ERLOO

4 | FT_ERLOD ‘1 HaeEao BEE ST O8 EER &
4 WFd

Favorites
=2 {3 AP menu
[> Office
B Logistics
3 Accounting
~# {—d Human Resources
1 PEMDT - Manager's Desktop
> [ Personnel Management
52 ‘A Time Managerment
> [ Shift Planning
=2 {3 Administration
f) PTHMYY - Time Manage
3 Time Data
=2 {3 Time Evaluation
2 PT40- Time Mana
2 PTEO - Time Evalu
2 PTE1 - Time Stater
2 PTEZ - Attendance
2 PT_ERLO0 - Tirme Evaluation Messages
2 Wark Schedule
3 Information Systermn [a]
-3 Tools

S = (=]
[ I3 | K

1. Follow menu path or type
PT_ERLOO in command field;
press enter
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The menu path is Human Resources > Time
Management > Administration > Time Evaluation >
Time Evaluation Messages.
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Prograrm  Edit Goto Systerm  Help
& @ @@ DHE Do BE @m
Time Evaiuation Messages Dispiay
D &
| Further selections || o Search helps || o Sort arder %
Period 1
(' Taday I Zurrent manth ' Current year
(0 Up to today _VFrom today
@ other period
ta Selection Period oe/sza/04 T 09411704 @
Ferdn selection period 1‘
| PayroNgeriod |
N\
Selectian H “ H ”
-1 2. Click “Other period
Employment stat and enter your dates H
Company Code
FPayrall area H
Pers.arealsubareaicost cente
Employee groupisubgroup H
Error attributes = |
Category of Message Type o @ ?
KNI |! |41
2-58

You can view time evaluation messages for any
specified time frame. Itis recommended to use the
‘Other period’ field and enter the From and To dates
for the time evaluation messages.
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' TIME EVALUATION MESSAGES DISPLAY

REPORT — PT_ERLOO

Frogram  Edit  Goto

Systerm Help

Bla 8 @@ DHE ST as BRI @om

Time Evaluation Messages Dispiay
© & B _~ 4 Click Further selections

| Fur‘[herselectiunﬁl o (Optional)

|40

Feriod
() Today 1 Current month () Current year
0 Up to today I From today
& Other period
Drata Selection Period og/z9/2004 Ta o9/11/2004
Ferson selection period To

Payroll period

Selection
e 3. Enter “3” in Employment
Employment status 3@ )
Cormpany Code Status fleld
Payrall area =5
Pers.areafsubareafcost cente o
Employee group/subgroup o

Errar attributes
Category of Message Type to

LDl

By entering “3” in the employment status field, only
active employees within your date range will be
displayed.

If you choose to run the report by a different selection
criteria than listed, proceed with step 4. If not, skip to
step 8.
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' TIME EVALUATION MESSAGES DISPLAY
REPORT — PT_ERLOO

g = ojiH ce@ CHE D0oD BHE @

Time Evaluation Messages Display
OPTIONAL

Further selections o Search helps ] Sart

6. Click the

O Toda

O et eoeconopions | CNOOSE arrow
||

[=]
[=]

@ Othe Action type =] Fersonnel nomber

PRI Reasonforaction El ‘1 Administrator for HR master data
-E Customer—deﬂned status
Employment status

Selection Specialpa\;mem status

Error nu ¢
[=]
[~]

Ferson Compan\,-' code
Person Personnel area
Personnel subarea
Employee group

Error attri |_|Employee subgroup
Oroganizational key

Error typ

Legal person

Messag
List indic _

°s#1 5. Highlight

PO . .
nistd desired option
il R

Payroll area

2-60
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TIME EVALUATION MESSAGES DISPLAY

REPORT — PT_ERLOO

G2 | 3 W3 43 53 | (] [B] | &

Selection fields

. Customer-defined status
Emplo\,rment status

Special payment status
Compan\; code
Personnel area
F'ersonnel subarea
Emplo\;ee Qroup
Emplo\;ee subgroup
Organizational key

i 7. Click the
green check

Personnel number
Business area
Administrator for HR master data
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Prograrm  Edit Goto Systerm  Help
& @ @@ DHE Do BE @m
Time Evaiuation Messages Dispiay
® & H =
| Further selections || o Search helps || o Sort arder %
Period 1
) Today () CGurrent month ) Current year
o Up to today ' From today
@ Other period
Data Selection Period gas29/2004 To gas11i2004
Ferson selection period Ta
Payroll petiod
Selaction
Personnel number
Employment status &)
Company Gode 8. Enter desired criteria —
Business area DE'IDI
Payroll area
Pers.areaisubarealcost cente
Employee group/subgroup
| Error attributes =]
(el |ER|Y|
2-62
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TIME EVALUATION MESSAGES DISPLAY

HRAPAY — Agency Payroll

REPORT — PT_ERLOO

Time Evaluation Messages Display

g&ﬂm

10. Click to
execute

Payroll area
Pars.areafsubareafiost cente
Employee groupfsubaroun

Error atfributes
Cafegary ofMessage Tyne
Hurnber of Message Type
Message type
List indicator
User et
POC message number
Historical recard flag
Time

1 —

0o:80: 60

fo

9. Enter
Error
attributes
or

o
00800

Time Evaluation Messages Dispiay

o]
4g8

10. Click to
execute

Business area

Payroll area

Pers arealsubarealtost cente
Emplovee groupisubgrody

Be18

Ermor attributes
Category of Message Tipe
Nurnber of Message Tipe
Message tye
List indicator
Userted
FDC message number
Historical record fiag
Time

06:8:80

9. Leave
blank

= =

= 5 5 5 =

D 0B:60:00

Layouts

Layouts

In the ‘Category of Message Type’ field you may
enter 1 and in the ‘Message Type’ field you may
enter an E to display all hard errors which stops
an employee from successfully processing through
time evaluation.

If you leave these fields blank, all time evaluation
messages for the time frame specified will be

displayed.
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' TIME EVALUATION MESSAGES DISPLAY

REPORT - PT_ERLOO

List Edit Goto Views Seftings System  Help
A H I @ BHE Tnan AR @m
Time Evaluation Messages Display

FIAFFI O BOTHTIR B4 B

MessTy Message long text FersMo|Emplfappl.name |CD | Logical date
ZM 5 [WWanda Young MO 083002004
2wy ATTIABS not HLDYAWKHL on PH 111 |Sharon Bolton MO | 09F06IZ004
2 ATTiIABS not HLDYAWKHL on PH 111 |Sharon Boltan MO | 09F06I2004
oy ATTIABS not HLDYAWKHL on PH 112 |Lillie Allman MO | 09062004
2 ATTIABS not HLDYAWKHL on PH 112 |Lillie Allman MO | 09062004
Iy ATTIABS not HLDYAWKHL on PH 136 |Angela Anderson MO |09/06/2004
') ATTiIABS not HLDYAWIKHL on PH 136 |Angela Anderson MO 0970652004
Iy ATTIABS not HLDYAWKHL on PH 141 |Franklin Battleton |MO |09/06/2004
2wy ATTIABS not HLDYAWKHL on PH 141 |Franklin Battleton |MO |09/06/2004

DISPLAY PURPOSES ONLY

For an explanation of the Time Evaluation
messages, view QRC 1. Note: If a red message
Is generated, you will have to correct this

before OPM runs a live payroll or the employee
will not get paid.
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Demonstration

PDC ERROR REPORT (ZPDC)

The PDC Error Report provides a list of system technical
errors that occur in time evaluation. These are hard errors
which must be corrected before the employee can
successfully process through time evaluation and be paid.
These errors are in addition to time evaluation error

messages displayed in the B2 cluster when time evaluation
IS run.
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PDC Error Report - ZPDC

1. Enter ZPDC in the
command field; press enter

(1 Favarites
7 {3 5AP menu

i3 Office

B Logistics

B (1 Accounting

3 Human Resources
3 Information Systerns
[ Special Transactions & Reports (St:
> [ Tools

2-66

The roles that have authorization to run this report are
Agency/State Central Time Management and Agency
Payroll Systems Management.
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PDC Error Report - ZPDC

FPrograrn  Edit Goto wstermn

B dH e@Ee SCHE ST O0 BRE & mx

PDC ERRORS

@ M )2l
| Further selections || =] Search helps || =] Sort arder |
Period .
.::)nga\‘,- I urrent month ( 2. Enter deS|red dateS
0 Up to today O From today
@ Other period
Data Selection Period Ea/s29/2004 To gas13/2004
Person selection period To

Fayroll period

Selection

Personnel numhber

Ernployment status |3
Company Code

Payroll area

FPers.areafsubareaicost cente

3. Enter 3 for active
employees

Emplovee groupfsubgroup

[0 L[]
2-67

You must enter the start date of the payroll period in the
first box of the Other period field and the end of the
payroll period in the second box of the Other period field.
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PDC Error Report - ZPDC

Edit Goto Systern  Help

HRAPAY - Agency Payroll

Bla @ @@ SHE D asn BE @ o
PDCERRORS 4 Click Further selections
B [ )2 7
y 4
| Further selections '” =+ Search helps || [=+] Sart arder
FPeriod
) Today rCurrent muonth 0 Current year
O to today ' From today
@ Other period
Diata Selection Period Oe/29/2004 To Ea/13/2004
Person selection period To
Fayroll period
Selection
FPersaonnel number
Employment status B

Company Code

Payroll area

Fers. arealsubareaicost cente
Employee groupisubgroup

LDl
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To run the report by selections options that are not listed,
you can click on further selections.
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PDC Error Report - ZPDC

HE S008I EER &
6. Click to
choose

Selection options
Action type

Further Persannel number

Feriod Reasun for action Employment status
@ Today Custumer—speciﬂc status Company code
O Upt Special payment status Payroll area
ot :
£ J Pers.areafsubarealcost center
® Other

Persunnel subarea
Dt Emplu\,ree graup
RELE] Emplu\,ree subgroup

_ Pay | |organization key

Selection

Employee groupfsubgroup

Legal person
Parsonng Il ork contract
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PDC Error Report - ZPDC

JH e BHERIDDLO I EHE @

HRAPAY - Agency Payroll

Selection options Selection fields
Action type

Reasun for action
Custnmer—speciﬂc status
Special payment status
Persnnnel subarea

Employee group

Personnel numhber

Employment status
Company code
Fersonnel area
Business area
Fayroll area
Fers.arealsubareafcost center
Employee groupisubgroup

Period

O Up tot
® Other

Cuntrulling area
0| |costcenter
Organizatiunal unit

Position

7. Click green check
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PDC Error Report - ZPDC

Edit  Goto

1o (=1]4]

D a B Ie@E@ I SHEIEmnas BE @

PDC ERRORS
| P\rtherselections | = Searchhelps | = Sort order
9' CIICk to ) Current manth () Gurrent year
execute () Fram today
‘@ Other period
Data Selection Period 082972004 To 09/13/2004
Ferson selection period To

Fayroll period

Selection
Personnel numhber
Employment status 3
Company Code
Fersonnel area
Business area 61 l3|

Fayroll area

8. Enter criteria

Pers.areafsubareaicost cente

Employee groupfsubgroup

Bl ]

2-71

2-71



' An AASIS Training Guide - Enterprise HRAPAY - Agency Payroll

PDC Error Report - ZPDC

List Edit &

B dH @ae SR OaNhoan BHE @ m

FPDC ERRORS

PROGRAM: ZHR_PDC_ERRORS EMFLOYEES WITH PDC FLAG = YES
TIME: 16:20:47 CLIENT ETR 513 08f29/2004 - B9/13/2004

jenl
m
=l
(K1

BUSIMESS ARES 0610 DEPT OF FIWAMWCE AND SDMIM

BUSINESS ARES D610 DEPT OF FIWAWCE AND ADMIN

BUSINESS ARES D610 DEPT OF FIWAWCE AND ADMIN

OOREAE22 HAYES GLEMDA
QERERE41 WRIGHT WALERIAM

[0l

K1 L]l
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If there are employee(s) listed on this report, you must
rerun Time Evaluation (PT60) with the display log on to
view the error messages. After analyzing and correcting

errors, rerun affected employee(s) through your payroll
processes.
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Demonstration

PAYROLL STATUS LOCK INDICATOR
REPORT (ZLOCK)

Personnel numbers which are locked will not process
through payroll. This report will identify all personnel
numbers that are locked. If any personnel numbers
generate from this report, you must call OPM Payroll
Systems immediately for assistance or the employee WILL
NOT be paid. The roles that can access this report are
Agency/State Central Time Management, Time
Management Specialist, and Agency Payroll Systems
Management.
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Payroll Status Lock Indicator Report - ZLOCK

BE 8BNS A

3 Favarites
7 (3 BAP menu

> [ office

[ Lagistics

[ [ Accounting

[» [J Human Resources
> (3 Information Systems
i Special Transactions & Reports {5tz
> [ Tools

1. Enter ZLOCK in the
command field; press enter

[l ]l
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Payroll Status Lock Indicator Report - ZLOCK

em  Help

i H @@ SHEE SDon EE @
Payroli Status Lock Indicator

@ Gy )=
| Fuﬂh‘kselections || o Search helps || o 3 Type PERNR i
i‘ 2 C“Ck the Get urrent manth LOCK |n the

| variant icon rom today variant field

STUITIET PEfog
Data Selostion P[_
Persaon selection

Payrall period Wariant PERNR LOCK

Environment

Created by m

Changed by
ariginal language

Selection
Fersonnel numhber

o]zl olold]

Employment status

Company Code

Fayroll area 3
E:s.areafeubarea!cr 4 Delete your name
ployee group/subgroup . ) ,
in the ‘Created by
| field |
Frogram selections —
Indicatar: Personnel humber ta \E\ ?
1|l | ER(Y
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Systern  Help
IS ESHE ODOo0 BHE @
Payroli Status Lock Indicator
@ Rl )=
| Further selections || o Search helps || o Saort order %
Period m
() Today (' Current manth Currentyear
(0 Up to today ) Fram today
@ Other period
Data Selection fESEEERE=TIET
Person selectio
@ ariant PERNR LOCK
: Environment H
Selection Craatad by H
Fersonnel number changed by
Employment status Original language -
Company Code
Fayroll area
Pers.arealsubareas @ ®
Employee group!subgr'up EI
5. Click to copy variant to
Frogram selecti Screen =
Indicatar: Perstrrrerrrormesr T @ ?
[l KD
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You must choose the variant “PERNR LOCK” before
entering your selection criteria.
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Payroll Status Lock Indicator Report - ZLOCK

Brogram Edit Goto  Systern  Help
@ R AH @ BHE SDLON BE @0
Payroll Status L ock Indicator

& [ )2l

| Further selections || =] Search helps || =5 Sort order
Period

1D

() Today () Current manth () Currentyear
) Up to today ) From today
@ Other period

X X — .
08292004 09132004
Data Selection Period Tao 6. Enter payperlod
Person selection period 0g/28¢2004 To 09313#2984@__.

Payroll period begin and end dates

Selection
Fersonnel numhber
Employment status
Personnel area
Fersonnel subarea
Employee group
Employee subgroup
Business area

LDl

| FProgram selections

L]l I«10]
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You must enter the start date of the payroll period in the
first box of the Other period field and the end of the
payroll period in the second box of the Other period field.

The Person selection period fields and the Data selection
period fields must contain the same dates. If both of
these field are not filled out, your report will not generate
true data.
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HRAPAY - Agency Payroll

Payroll Status Lock Indicator Report - ZLOCK

Frogram Edit Goto

Systern Help

Al @@ DHEB SOO0IERA @ D

Payroli Status Lock Indicator

B & )
L co Lot J| =] Search helps || =] Sort order %
9. Click to B
' Current manth i Current year
execute
) Fram today
@) Other period
Data Selection Period 0a/2942004 To 0941372004
FPerson selection period oa/ 292004 To 09132004
Payroll period
Selection
Personnel number .
Employment status , = 7. Enter 3 for active employees |
Personnel area
Personnel subarea o
Employee group H H
<«— 8. Enter criteria
Employee subgroup
Business area BE'ID
| Frogram selections |z|
D]l KDy
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You may choose to run your report by Personnel area,
Business areas, etc. If you have more than one area,
you wish to run the report by, you can choose the

multiple selection button
option and entered the single values.

atr =2 end of the desired
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Frogram Edit  Goto

em  Help

Payroll Status Lock Indicator Report - ZLOCK

HRAPAY - Agency Payroll

SAP

A8 eae DEHEBE ODO0 ERE e

Payroll Status 1 ock Indicator

@ Ca )=

| Further selections || o

Search helps || o2

Sort order

Period
) Taday
0 U totoday
® Other period
Data Selection Period
Ferson selection period

Payroll period

(O Current month
I From today

08/23/2004 =)

n2/29/2004

To
To

I Current year

[a9/13/2004
a9/13/2004

1D

Selection

Personnel number
Employment status
Personnel area
Persannel subarea
Employee group
Employvee subgroup
Business area

0610

lelelololele|t]

ngram selections

KDl

Ll

L[]

| Mo data was selected

2z
=)
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Once the report is generated, if there are no locked
employees, you will receive the message ‘No data was

selected’.
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Payroll Status Lock Indicator Report

List Edit Gotr

B dH e SDHE OhOoH BE &

HRAPAY - Agency Payroll

- ZLOCK

Payroii Status L ock indicator
A2 H &3 YR e Extended | [Z ABC | EIS | Selections

[[«][r]

Fers.no. BA P& FA Last name First name G T

Business area O610

00000125 0610 FAO04 11 Orr Maurice
00000146 0610 FA04 11 Anderson Cynthia
00000177 0610 FAO04 11 Foster Ebony

DISPLAY PURPOSES ONLY

K10

Count Business area 0610

0]

LAl
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If there are any employees listed on this re

port that

should not be locked, you must call OPM Payroll
Systems for assistance. Remember any locked

employee will not be paid.
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Demonstration

IT 2001 LOCK RECORDS REPORT
(Z001)

This report will display any absences that the employee has
in the system that are locked. You cannot go into a prior
fiscal year to unlock records without prior authorization from
OPM Payroll Systems. Any absences that are locked will
not flow through payroll. The roles that can access this
report are Agency/State Central Time Management and
Agency Time Specialist.
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IT 2001 Locked Records Report — Z001

& \c @t DHR Dhoan BEE @0
SAP Easy AccBa§ _AASIS MENU

(i

L Favarites 1. Enter Z001 in the command
- ?gor%i? field; press enter
[ CJ Logistics

B [ Accounting

[ [ Human Resources
> [ Infarmation Systerns
[» [ Special Transactions & Repc
> [ Toals
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IT 2001 Locked Records Report — Z001

Frogram Edit Goto Systerm Help
@I CaQ BHE OO0 BE @D
Locked IT 2001 Absences

® G
Frogram selections
End Date 12431/9999 to
Business area [EEE] to E
Personnel number i
Lock indicator for HR master X 2 Entel’ BUS|neSS area Or_

Personnel number

Further processing options

@ Mo further pracessing

' Display as table i Interactive list
() Graphics CMvard processing
(O ABC analysis ) Spreadsheet

() Executive Info System (EIS
) Additional guery functions
() File stare

() Save with 1D

[« | (K1l
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The end date will default to 12/31/9999 upon selecting
this report. PLEASE DO NOT CHANGE THIS DATE .
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IT 2001 Locked Records Report — Z001

B H eaEe SHE anOas BRI @D

Locked IT 2001 Absences
=}
Prdgram selections
T 124319999 to =
3. Click to o610 [@) to =

execute to =
COCE OG0T 10T Hrs Thaster to ﬁ

Further processing options
@ Mo further processing

() Digplay as table ) Interactive list
) Graphics Cward processing
(I ABC analysis ) Spreadshest

() Executive Info System (EIS
) Additional guery functions
() File store

() Save with ID

K[| [ (e
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The Lock Indicator for HR Master field should contain an
“X”. DO NOT CHANGE.
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IT 2001 Locked Records Report — Z001

B eae DHE Do FE @

&

Locked IT 20071 Absences
B [

Frogram selections

End Date 12.-'31."9999. to
asin to

Business area
Personnel number
Lock indicator for HR master X to

Further processing options
@ Mo further processing
) Display as tahle ) Interactive list
) Graphics hwward processing
(JABC analysis ) Spreadsheet
() Executive Info Systern (EIS
o pdditional gquery functions
() File store
() Save with 1D

[l [ [«][*]
@ Mo data was selected 4 &
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You will receive the message ‘No data was selected’ if
there are no absences that are locked.
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IT 2001 Locked Records Report — Z001

List Edit Goto Systerm Help
& Bl EeEae DHE DDhLOan BRE @
Locked IT 2001 Absences
2 EH &3 2 m EIRVAN] Extended | [ZF ABC | EIS | Selections
(=]
BR Persho Last name First name L 5Ty Start date End date il
0610 0000025 Tyler Scott kS AMNL 127872001 124072001
) X LWor @9/20/2081 A9/28/ 2001
0610 0000076 Orr Marion % ANNL 87 /232001 B7/23/2001
0610 0000089 King John X SICK 1873172081 18731 /2001
X SICK 1170572001 11705/ 2001
0610 0000104 Colford Dave q ANNL 06/ 22/2083 05/10/ 2004
0610 0000122 Archer Anita b SICK A7/22/2002 A7/22/2002
0610 0000126 Hormer Janie X SICK B7/23/2002 B7/23/2002
X SICK A7/24/2002 A7/24/2002
0610 0000138 Young Wendell b SICK B7/30/2002 B7/30/2002

DISPLAY PURPOSES ONLY
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Any absences that are locked for the employee will be
listed. DO NOT unlock any absences that are outside of
the current fiscal year.
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Demonstration

IT 2002 LOCK RECORDS REPORT
(Z002)

This report will display any attendances that the employee
has in the system that are locked. You cannot go into a prior
fiscal year to unlock records without prior authorization from
OPM Payroll Systems. Any attendances that are locked will
not flow through payroll. The roles that can access this
report are Agency/State Central Time Management and
Agency Time Specialist.
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IT 2002 Locked Records Report — Z002

1. Enter Z002 in the command
field; press enter

Favarites
57 {23 SAF menu

B [ office

P [ Logistics

B 3 Accounting

» 3 Human Resources
[ [ Infarmation Systerns
» E3 Special Transactions & Repc
B [ Toals

2-88
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IT 2002 Locked Records Report — Z002

Frogram Edit Goto  Systerm  Help
Bla 0 &ae SHEE Bmas BRE @
Locked IT 2002 Attendances

P [
FProgram selections
End Date 1243179999 to ﬁ
Business area HETE [ o
Personnel numhber .
Lock indicator for HR master X 2 Entel’ BUS|neSS area Or_

Personnel number

Further processing options

@ Mo further processing

[ Display as table U Interactive list
() Graphics Cward processing
(ABC analysis ) Spreadsheet

() Executive Info System (EIS
() Additional query functions
() File store

() Save with 1D

Bl [ IL«[v]
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The end date will default to 12/31/9999 upon selecting
this report. PLEASE DO NOT CHANGE THIS DATE .
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IT 2002 Locked Records Report — Z002

Erogram  Edit Systern  Help
O 1) I -5 5T S =S I e O N 3 ] NG B
Locked IT 2002 Attendances

2 [

FPriaram selections

12¢31/9999 to

3. Click to 8610 [=) o

execute ® to
aster to

Further processing options

@ Mo further processing

' Display as tahle ' Interactive list
) Graphics ) Wyord processing
)V ABC analysis ) Spreadsheet

() Executive Infa System (EIS
) Additional guery functions
) File stare

() Sawe with 1D

LR [ [41[>]
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The Lock Indicator for HR Master field should contain an
“X”. DO NOT CHANGE.
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IT 2002 Locked Records Report — Z002

Prograrm  Edit Goto Systern Help

Al @ae SHE Onoa BEE @ m
Locked IT 2002 Attendances

® &

Frogram selections
End Date fzia 39999 to
Business area og1e ta
FPersonnel numhber to
Lock indicatar far HR master X to

Further processing options
@ Mo further processing

() Display as tahle ) Interactive list
) Graphics wyard processing
VAR analysis ' Spreadsheet

() Executive Info System (EIS
0 Additional query functions

() File store

O Gave with ID
oo |
@ Mo data was selected d i
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You will receive the message ‘No data was selected’ if
there are no attendances that are locked.
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IT 2002 Locked Records Report — Z002

List Edit Goto Swystern  Help

B dE e SHE 0o BE @m
Locked IT 2002 Aftendances

SUE &= D ALy [1f B [E) Exended [ZF ABC | EIS  Selections
[4]
Fersho BL Last name First name L 5Ty . Start date End date L]
0000025 0610 Tyler Scott X BTTH 07 /22/2002 07 /22/2002
0000076 0610 orr Marion X ATTH O7/23/2002 07/23/2002
. ¥ ATTH 07/24/2002 07/24/2002
0000089 0610 King John % ATTH a7/25/2002 a7/25/2002
0000104 0610 Colford Dave X ATTH 07 /2672002 07 /26/2002
) X ATTH O7/20/2002 07/20/2002
0000122 0610 Archer Anita ¥ ATTH 07/30/2002 07 /3072002
0000126 0610 Horner Janie X ATTH 073172002 073172002
X LTTH 08/01/2002 08/01/2002
0000138 0610 Young Wendell ¥ LTTH AR /A2 2ARD AR /AP PARD

DISPLAY PURPOSES ONLY
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Any attendances that are locked for the employee will be
listed. DO NOT unlock any attendances that are outside
of the current fiscal year.
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Demonstration

PAYROLL SIMULATION
(PCO0_M10 CALC_SIMU)

The Payroll simulation will allow the Agency to view the
simulated payroll results for their employees to ensure totals
are correct before OPM runs a live payroll. THIS PROCESS
SHOULD NEVER BE ELIMINATED . If you encounter errors
during simulation, you should analyze and correct ALL
errors for the rejected personnel numbers. When the errors
are corrected, simulate the payroll run again for the affected
employee(s). The role that has authorization to run this
transaction is Agency Payroll Systems Management.
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Payroll Simulation (PC00_M10_ CALC_SIMU)

B 3 Accounting
= {3 Human Resources
2 PPMOT - Manager's Desktop
[ ] Personnel Managerment
P [ Time Management
57 =3 Payrall
> Europe
= {3 Americas
P [ Argentina
B [ Brazil
b [ canada
b [ Mexico
= {3 usa
= {3 Payrall

1. Follow the menu path or
type PC00_M10_CALC_SIMU
in the command field; press

enter

L4 [0 Bank transfer %
MO 0]

2-94

The menu path is Human Resource > Payroll > Americas
> USA > Payroll > Simulation.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Program  Edit Goto Systern Help

] 2 A H @@ B 0E S 0a0 ERE @b

Payroii Driver (USA)
& G H =

2. Enter payroll area

| Selections from || =5 Skarermgree I

1D

FPayroll period
Payroll area 1|[=)
@ Current period ILI

() Other period

Selection
Personnel numhber
Fersannel area
Business area
Fayraoll area

Lelelolele]

Costcenter

General program control

Reason for payroll

Off-cycle payroll

Schema ueon
Forced retro.accounting as of

Test run (no update)

10 D]

D
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Arkansas uses only one payroll area which is Bi-Weekly
(11).
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

B H ea SR ahoan BE @ m

Payroll Driver (USA)
& [ 1=(

1| 3. Click other period

0]

vl period

tayroll area 11
WV Current period
® Other period 19 200 €7 4, Enter payroll run and year;
: press enter
Selectian

Personnel numhber
Perzonnel area
Business area
Payroll area

Cost center

lolelelol]

General program cantral

Reason for payroll

Off-cycle payroll

Schema uoen
Forced retro.accounting as of

Test run {no update)

Kl

el

KDY,
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When you are simulating a payroll for Other Period, you
must specify the number of the payroll run and the year.
Current period should only be chosen when you are
correcting payroll errors on the evening of the payroll
cutoff.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)
Program Edit Goto  System  Help SAP |

B H ea SR ahoan BE @ m

Payroll Driver (USA) - X
L D Note: Payroll period dates will
| = default when you press enter =
Selections from Search h =
Payroll period / q =
FPayroll area 11 08/29/2004 To g9/11 2004
1 Current period
@ Other period 19 2004
Selectian

Personnel numhber
Personnel ares Fuat [=)
Business area

5. Enter criteria

Payroll area

Cost center

General program cantral

Reason for payroll

Off-cycle payroll

Schema uoen
Forced retro.accounting as of

»| Test run (ho update)

el |[«1[»]

Kl

2-97

You may choose to run your report by Personnel number,
Personnel area, Business area, etc. If you wish to run
the report by more than one area, you can choose the
multiple selection button at the end_= the desired
option and enter single values or ranges.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Brogram  Edit Goto  Swsterm Help w
Bl B8 CE@ I SHEE Do BRI @D

Payroil Driver (USA)
e s =
| Selections from || o Search helps ;

FPayroll period

Payroll area 11 08/29/2004 To 09/11/2004
2 zurrent period
@ Other period 19 2004

Selectian
Personnel numhber
Personnel area
Business area

Payroll area

" 6. Enter Payroll area

Cost center

General program cantral

Reasan for payroll

Off-cycle payroll H

cehorms 200 7. Enter Z200 in the

Forced retro.accounting as of SChema f|e|d |

¥] Test run (no update) B
EI| |E7(Y

2-98

Under the selection section, you must enter the appropriate
payroll area again if not defaulted. This will prevent you from
getting the message ‘PAREA ** is ignored, incorrect period
modifier’ upon executing the simulation.

Always use the schema Z200 in the Schema field. This
calculation schema defines the order and contents of a
program run. The Schema consists of a list of instructions
and references to subschemas and/or functions which are
defined in more detail by parameters.

**03, 10, 12, 13, 14
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Program  Edit Goto

Systern  Help

BlaE @@ DHE ST an BEE @

Payroli Driver {USA)
P & H )

BuUsiness dred

Fayroll area 11
Costcenter

olald
no

General program control
Reasan far payrall
Off-cycle payrall -

8. Click to check Display Log
(optional)

[l Display log for time management additionally

Display wariant for log

Remuneration statement parameters

) Displayvariant Rem. staterme
@) Mo remuneration staternent

LAl iy

2-99

Scroll down and select the ‘Display log’ box if applicable.
Note: If you are running a simulation for a large

group of employees, selecting the display log will

result in a longer run time. Payroll error message s
will show with or without ‘Display Log’ option

checked.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Program Edit Goto  Systerm Help

& g @@ LB a0 BE @

Payroli Driver (USA)

B [ )=l

Favrall area 1" = %
Cost center ]

General program control
Reason far payrall
Offcycle payrall -
Schema Z200
Forced retro.accounting as of
v| Test run (no update)

1 9. Click to Display remuneration
statement (optional)

HAEREE G EAEE] [&]
Fdnuneration statement parameters 10 Enter appropnate
8 Dizplay variant Rem. stateme APAY 4—@_ dISplay Variant (Optional) L
Mo remuneration statement |~ |
[~]
el I«1Mv]
2-100

Under the ‘Remuneration statement parameters’ section,
you have a choice to display a remuneration statement or
not to display a remuneration statement. No
remuneration statement will be selected upon default.
When selecting to display a remuneration statement, you
must enter the appropriate display variant, APAY for
employees with regular salaries or ATIP for employees
who have tipped earnings results.

2-100



An AASIS Training Guide - Enterprise HRAPAY - Agency Payroll

Payroll Simulation (PC0O0_M10_CALC_SIMU)

Program  Edit Goto

B AE @@ DHE DnOan BRI @ mE
Payroli Driver (USA)
7 il =

I[4][r]

P%area 11
11. Click to
-1 execute

Reason for payrall
Off-cycle payroll -
Schema Z200
Forced retro.accounting as of

Test run (no update)

Lo|ole

Log
Display log
[l Display log far time management additionally

Displayvariant for log
Remuneration statement parameters
& Display variant Rem. stateme APLY]
Mo rermuneration statemert [«]
LI |41v]
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If you did not select the display log on the initial screen
but did choose APAY or ATIP remuneration variant
display, after executing your simulation, skip to step 22.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Display Log Tree
|| 12. Click sustres

plus sign
Payrof 1 Tog

— General data

—E SuccessTul personnel numbers
Personnel MNumbers Rejected
Frocessing at End of Selectian
Messages

— = Statistics

Selected personnel numbers

Successtul

Numher of periods

Rejected

Total number of messages and error MESSages

o= = =

2-102

The Display Tree will indicate the number of selected and
successful personnel numbers. If there were any
unsuccessful employees, you would have open
messages indicating errors. Errors must be analyzed
and corrected prior to OPM running a live payroll.

To view a more detailed log on employees, click the plus
sign by successful personnel numbers.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Display Log Tree
(S| [F=)] =] [ES] Row | [E8 subtree ||| [Fe ] [Z] | 010 Log | [

payrol 13. Click the
|| plus sign
ATxccessfm personnel numbers
B 0O001725 Abbie Abney
Fersonnel Numbers Rejected
Processing at End of Selection

Messages
—=1 Statistics

Selected personnel numbers

SuccessTtul

Numher of periods

Rejected

Total number of messages and error messages

[ e ey

2-103

The employee’s personnel number and name are listed
under the Successful personnel numbers.

Clicking on the plus sign in front of the employee’s

personnel number will allow you to examine the payroll
period.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Display Log Tree
| ][] [E ow ][5 subtree | ] ] (e 0] (G 010 Loo | EA]

14. Click the plus
sign

—E= Su§cessTul personnel numbers
0AE1725 Bhhie Abney

B 14/2008 ( 06/15/2008 - O6/28/2008 ) Regular payroll run in 14/2008

Pa

Fersonnel Numbers Rejected
Processing at End of Selection
Messages

—= Statistics

Selected persannel numbers

SuccessTul

Number of periods

Rejected

Total number of messages and errar messages

[ xR Y

2-104

If multiple payroll periods are listed, a retro-calculation
has occurred in the prior payroll period(s). You may open
each period by clicking on the plus sign adjacent to each
period.

To view the results table, you must complete steps 15 —
18.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Display Log Tree
6] ][] (5 Rovw ][5 subtee [

Payroll Tog

8 General data
& Successful personnel numbhers

= AEan1F25 Abbie Abney

1472008 ( OG/15/2008 - O6/28/2008 ) Regular payroll run in 14/2008

Initialization US54
08 Basic data processing
vious result of period for Yo

15. Click the previous pay results

processing of time data USA

plus S|gn umulation and tax processing

ment: Retrocalculation

O Retroactive accounting
8 Net processing
B Allocate ER benefit & tax posting
8 Final processing USA

Fersonnel MWumbers Rejected
FProcessing at End of Selection
Messages

—= Statistics

selected personnel numbers 1
SuccessTul 1
Mumber of periods 1
Rejected 0]

o}

Total number of messages and error messages
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Click on the plus sign in front of ‘Final processing USA’
field.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Display Log Tree
& | =) (=] [ER Row |[EH subtree |

Payroll Tog

L General data
= SuccessTul personnel numbers

=1 BEEE1725 Abhie Abney
= 14/2008 [ OE/15/2008 - OE/22/72008 ) Regular payroll run in 14/2008

— Initialization USA
B Basic data processing

& Get previous result of period Tor Vo
8 Reading previous pay results

8 General processing of Lime data USA
B Gross cumulation and tax processing
E—rF Garnishment: Betrocalculatian

16. Click the [ "

etit & tax posting

| i r] o usha
p u§ S g GEM MOAB Error for whatewver wi/type is sti11 in IT
8 EENTE Update BEWNTAB (henefits processing)
@8 AapDcu P30 Update cumulatiwve results (table CRT)
I — = IF o Original payroll?
ENDIF
IF R IF retro
= ELSE
EMDIF
UTRST Build tax reporter index table T5UX1
—rFE EXPRT RU Export results to database cluster RU

Personnel Numbers Rejected
FProcessing at End of Selection
——Messages

— = Statistics

Selected personnel numbers

SuccessTtul

Number of periods

Rejected

Total number of messages and error messages

oo
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Click on the plus sign in front of ‘Exprt RU’ field.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Display Log Tree

x| /=] [=]] (B2 Row |[EH Subtree

Fayroll Tog

L8 General data
= SuccessTul personnel numbers

=1 0001725 Ahbie Abney
=1 14/2008 [ OGA15/Z2008 - G6/28/Z2008 ) Regular payroll run in 14/2008

Initialization USA

G0 Basic data processing
B Get previous result of period Tor YO
G0 Reading previous pay results
B General processing of time data USA
B Gross cumulation and tax processing
8 Garnishment: Retrocalculation
B Retroactiwve accounting
= Met processing
B Allocate ER benefit & tax posting
E.' Final processing USA
. GEN NOME Error for whatever witype is still in IT
17_ CIle the Update BEMTAB (benefits processingl
P30 Update cumulative results (table CRT)
plus Slgn a Original pawroll?
R IF retro
=/ ELSE
EMDIF
UTRST Build tax reporter index table TSUXA
EXPRT RU Export results to database cluster RU
B Input

B Processing

Personnel Mumbers Rejected
Processing at End of Selection
——Messages

—= Statistics

Selected personnel numbers

SuccessTul

Number of periods

Rejected

Total number of messages and error mMessages

D@m=
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Click on the plus sign in front of ‘Input’ field.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Display Log Tree
[Se] =] =] [£8 ~ow |[65 susiee

L—= 1asz2p88 [ BEA1S5/2008 - OB/22/72088 ) Regular payroll run in 142008

Initialization USA

Basic data processing

Get prewious result of period fTor Yo
Reading previous pay results
General processing of time data USa
Gross cumulation and tax processing
Garnishment: Retrocalculation
Retroactive accounting

Met processing

A1locate ER benefit & tax posting
Final processing USA

UHEHEHEBEE

o PIT XETE GEM NOAE Error Tor whatewver wi/type is stil11 in IT
(08 BENTE Update BEMTAE (benefTits processing)
|8 ADpDCuU P3 t=s (table CRT)

=2 K. i 18. Double-click RT

———IF R
0 ELSE
——ENDIF
[ UTRST Build tax reporter index tabhle THUXA1
—>= EXPRT R Export results to database cluster RU

=M Input

(0O WFBFP
/0O RT
———GRT
DO CRT
0O BT
——&EC

———STATUS
———HNRCT
DMNRCT
——— AVWERAGE
0O MODIF
———CODIST
BENTAE

2-108
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P Il Simulation (PC00_M10_CALC_SIMU)
Detail View of Log
W==| Table RT

8 Wage Type APC1C2C3aBEoReBTAwyTvNOne Amounts/O0ne Number Amount

= a1 Total gross 1,136.16
* /102 401 (k) Wage 1,136,186
® /109 ER benefit 125.09
* {114 Base wage T 1,136.16
* /31 TG Withhold @1 1,136 .16
* /201 TG Withhold 82 1,136,186
® /303 TG EE Socia @1 1,136 .16
= /304 TG ER Socia 01 1,136 .16
* /305 TG EE Medic @1 1,126,186
* /306 TG ER Medic @1 1,136,186
® /310 TG ER Unemp 01 1,136 .16
= /310 TG ER Unemp 02 1,136 .16
* /401 TX Withhold @1 140,42
* /401 TX Withhold 82 42,38
® /403 TX EE Socia o1 TO. 44
= /404 TX ER Socia 01 TO. 44
* /405 TX EE Medic @1 16.47
* /406 TX ER Medic @1 16.47
= (550 Statutory n 860 .45
*= /559 Payment a1 860 .45
* /66O Amount to b 260 . 45
* JBPY Good Money 1,136.16
= /500 Tot EE tax 275 .71
= /5U1 Tot ER tax 86 .91
* /BU3 Number of p 1.00

* f5Un Gen Taxable 1,136.16
* (BUB Tax base wa 1,136.16
* (BUG Tax gross w 1,136.16
* /5UW Number of w A2 2.8a

= {601 TE Withhold @1 1,136.16
= JBO1 TBE Withhold 02 1,136 .16
* /603 TE EE Socia @1 1,136 .16
* /G604 TB ER Socia @1 1,126.16
® {BO5 TEB EE Medic @1 1,136.16
* /BOE TE ER Medic 01 1,136 .16
* /6180 TE ER Unemp @1 1,136 .16
* /G610 TB ER Unemp 02 1,126.16
= /700 RE plus ER 1,261.25
= /701 RE Withhold @1 1,136 .16
* /71 RE Withhold 02 1,136 .16
* /702 RE EE Socia @1 1,126.16
= /704 RE ER Socia 01 1.136 .16

2-109

The results table will allow you to view contents of the
employee payroll results by Wage Type. This includes
but not limited to Gross Earnings (wage type /101),
Retirement reportable earnings (wage type /102), taxes,
deductions, special payments, etc. The results of a
simulated payroll run are not saved on the data base.

To view the results table on other employees, repea t
steps 13 — 18.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Detail View of Log

N\
B Form |[ Y Lo |
== Table RT

& Wage Type APC1C2C3aBKoReBTAwyTwNOne Amount/One Numhber Amount
/101 Total arao . . 1,136.16
f1Bz 401 (k) Wad 19 Cl k h F m 1.136.16
4109 ER henefit . IC t e Or ICOn 125.09
136 16

/114 Base wage 1
4301 TG Withhold @1 1
#3081 TG Withhold 82 1
#4303 TG EE Socia @1 1,
4304 TG ER Socia @1 1,136 16
/305 T6 EE Medic @1 1
/306 TG ER Medic @81 1
4310 TG ER Unemp @1 1
1

#4310 TG ER Unemp 82 136 16
A481 TX Withhold @1 140.42
#4081 TX Withhold 82 48 .38
4403 TX EE Socia @1 To. 44
4404 TX ER Socia @1 To. 44
/405 TX EE Medic @1 16.47
/406 TX ER Medic @1 16.47
/550 Statutory n 860 .45
#8553 Payment a1 860 45
/560 Amount to b 860.45
/BPY Good Money 1,136.16
4510 Tot EE tax 275 .71
#5U1 Tot ER tax 86 .91
/BU3 Mumber of p .00

fBUA Gen Taxahle 1,136.16
f5UB Tax base wa 1,136 .16
fBUG Tax gross w 1,136 .16
/BUW Number of w B2 2.88

#6001 TE Withhold @1
4601 TB Withhold @2
/603 TB EE Socia @1
/604 TEB ER Socia @1
#B05 TB EE Medic 01
JBO6G TB ER Medic @1
/610 TB ER Unemp @1
/618 TBE ER Unemp 082
4700 RE plus ER

4701 RE Withhold @1
4701 RE Withhald @2
/703 RE EE Socia @1
/704 RE ER Socia @1

13616

w
@
@

136 16

2-110

When you select to display a remuneration statement
variant, the Form icon will be on your application toolbar.
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Payroll Simulation (PC00_M10_ CALC_SIMU)

g 2 2|iBeee SHNB ansD HE|@

Layout Set Dispiay

iooooot 11
[ Jooooai12
[ oo0aa1 36
[Joaaoat 41

20. Click to Select all

%@

Select All (F5)

2-111

When you process a simulation for your Personnel or
Business area, you most likely will have more than one
employee to display. You may view one employee at a
time or select all and have each employee’s
remuneration statement displayed.
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Payroll Simulation (PC00_M10_ CALC_SIMU)

gl 2 a|uB eee CHE 8008 B @

Layout Set Dispiay

vl aREaa111
[w]appoa112
[v] B0AOE1 36
[w]apaaE141

y/ v IERETHRTE®

21. Click to copy

2-112

Selecting all will place checkmarks in each personnel
number box.
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Payroll Simulation (PC0O0_M10_CALC_SIMU)

Systerm  Help
& | B dH I SE@ OHE ODhoan BRI @0
L ayout Set Dispiay
[a]
For guestions, Please contact your < i = L™ |
Fayroll Administrator Smber Justice Check Date: QO/E0/0EQEE
at BE13¥1-6037 Pay Period: O8/29/2004 - 09/11/2004

Sharon Bolton S5M . 996-59-8RT0 Emploveed# . 111
1509 Circle Street FED 081 ek} g 0. ae Hrly Rate: & T.3587
Little Rock AR 72202 LR a1 ek} g o.00
EARMINGS WrkHrs CURREWT ¥TD TAXAELE EARMNINGS CURRENT
Regular working time T2 00 529.83 108,596 60 FED
Holiday pay g.a0 58.87 470 .96 T Withholding Tax 588.70 11,
Wacation paw 117 .74 TX EE Social Security Fag. e 11,

TX EE HMedicare Tax 538,70 11,
Total Earnings - Cum. 8000 BEE.TO 11,185 .30 | State AR

T Withholding Tax 588.70 11,
TAKES CURRENWT YTD

FED
Tx Withholding Tax 59, 46 1,129.74 i
T¥ EE Social Security 36.50 G93.449 22 Verlfy eaCh
Th oF fedicare Tax 8.5 16218 remuneration statement for
T¥ Withholding Tax 15.53 295 .87 accuracy
Total Taxes - Cum 120.03 2,280.49 | E
(-]
[ |E1(Y
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Reminder: Never distribute simulated remuneration
statements to your employees. All valid remuneration

statements will have a check number assigned to them.
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Payroll

After all steps are
successfully completed at
the Agency level by 2:00
pm, OPM will run live
payroll. Results from the
live payroll will be posted
to allow agencies to view
the Payroll Results Tables
(RT). AASIS will send a
system message
informing you when live
payroll has run and when
payroll has exited.

2-114

After payroll has run, if the following occur, contact OPM
Payroll Systems for assistance if needed:

1) Overpayments

»Overpayments for active employees will be recovered
through retro-calculation with exceptions during fiscal
year end

»Overpayments for terminated employees (contact OPM
Payroll Systems for procedures)

2) Reissues

»Lost or stolen warrants will be voided and reissued with
new warrant numbers (Contact OPM Payroll System for
procedures)
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After all steps are
successfully completed at
the Agency level by 2:00
pm, OPM will run live
payroll. Results from the
live payroll will be posted
to allow agencies to view
the Payroll Results Tables
(RT). AASIS will send a
system message
informing you when live
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(continued)
3) Reversals

»Warrants issued for incorrect amounts, if appropriate,
will be reversed and reissued with new warrant numbers

(Contact OPM Payroll Systems for procedures)
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Demonstration

PAYROLL SIMULATION
(PCO0_M10_CALC_SIMU)
Off-Cycle

You may need to request an Off-Cycle payroll run if an
employee is due a payment in addition to their regular
payroll payment, such as a correction for a specific payroll
period, or if an employee is due a payment overlooked in
the regular payroll cycle
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Off-cycle payrolls are carried out in addition to the regular
payroll run and certain criteria must apply.

A spreadsheet to request the Off-Cycle payment run
should be sent to OPM as soon as you discover the error
for processing. OPM will routinely run Off-cycle payroll
on the Tuesday and Thursday following a pay date
(second week of a payperiod).

You must follow OPM State Payroll Systems policy
concerning deadlines for submission for an Off-Cycle
request and requirements for running an Off-Cycle.
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' Simulation Off-Cycle
(PCO0_M10 CALC_SIMU)
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f PCOO_M10_CI
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| 1 0]
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Errors in Employee’s pay must be more than 16 hours short
of the pay they were due for their regular payroll to qualify for
an Off-Cycle payroll run.

If the error is not a Time correction or Master Data correction
(that will create a retro-calc) and a specific dollar amount is
known, it must be entered prior to simulating the Off-Cycle
payroll. If the error requires a ‘Payroll Results Adjustment’ by
OPM Payroll, this entry must be completed prior to Off-Cycle
Payroll simulation to be calculated by the Off-Cycle process.
Time Evaluation does not need to be completed for payments
of specific dollar amounts in one of the above mentioned
infotypes.
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' Simulation Off-Cycle
(PCO0_M10 CALC_SIMU)
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Payroll D'f"er (US4 | 2 Enter payroll area;
9, G EN N press enter

| Selections from || = Search“elps |
Payroll period ‘

Payroll area 11|
@ Current period LI

() (ther period

410]

Selection
FPersonnel numhber
Persannel area
Business area
Payrall area
Cost center

lole|e|o] sl

General program caontrol
Reason far payroll
off-cycle payroll
Schema uooo
Forced retro.accounting as of
Test run (no update)

E1in| [l

D

2-118

Arkansas uses only one payroll area which is Bi-Weekly (11).
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Enter the personnel number to simulate. If you have more
than one, you may choose the enter single values by
choosing the multiple selectionicon [ =
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(PCO0_M10 CALC_SIMU)
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The reason codes used in the AASIS system are: 0011-
Correction — Deduction or 0070 — Payroll Results Adjustment.
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Use Payroll Type ‘A’ if OPM Payroll Systems processes a
claims clearing through Additional Off-cycle Payments
(Infotype 0267). Use Payroll Type ‘B’ if you have a master
data correction. Use Payroll Type ‘C’ if OPM Payroll Systems
processes a Payroll Results Adjustment (Infotype 0221).
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Enter a date using the day after the last pay date for the
employee. Note: If Infotype 0221 adjustment is used - the
date for the Off-Cycle simulation field should be t he same
date as date entered in the Infotype

Always use Z200 in the schema field.
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Simulation Off-Cycle
(PCO0_M10 CALC_SIMU)

Help
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'APAY" is used for all regular earnings.

'ATIP' variant is used for employees with tipped earnings to
view tipped earnings/taxes as well as regular earnings.
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Simulation Off-Cycle
(PCO0_M10 CALC_SIMU)

Edit
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HRAPAY - Agency Payroll
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' Simulation Off-Cycle
(PC0O0_M10_CALC_SIMU)

: ee
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Click on the plus sign in front of Successful personnel
numbers, and then click on each individual to be displayed.
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' Simulation Off-Cycle
(PCO0_M10 CALC_SIMU)

Display Log Tree
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Click on the plus sign in front of Adjustment check.
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Simulation Off-Cycle
(PCO0_M10 CALC_SIMU)
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Click on the plus sign in front of ‘Final processing USA'.
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(PCO0_M10 CALC_SIMU)
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Click on the plus sign in front of ‘Export results to
database cluster RU".
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(PCO0_M10 CALC_SIMU)
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Click on the plus sign in front of ‘Input’.
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/552 wage type will display the gross difference of pay for
the employee.
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The amount of the difference from the previous period
(regular paycheck) will be displayed.
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